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Flexible Plan Employee Refunds or Adjustments  
  
Purpose Use this procedure to maintain an employee’s Flexible Spending Account (FSA) or 

Dependent Care (DCAP) after the administrator Flex-Plan has contacted your agency 
to inform that employee (s) have over contributed to their FSA. 
 

Trigger Perform this procedure when the Flex-Plan (administrator of Health Care Flexible 
Spending Accounts) has contacted your agency to inform of an employee(s) over 
contribution to their account.  Entries need to be made on the Additional Payments 
infotype (0015) to make adjustments to FSA or DCAP. 

 
Prerequisites The employee must be in enrolled in FSA or DCAP. 

 
End User Roles In order to perform this transaction you must be assigned the following role: 

Payroll Processor, Benefits Processor 
  

Change History 

Date Change Description 

11/19/2014 Procedure created 

  
Menu Path Human Resources - Personnel Management - Administration - HR Master Data - 

Maintain  
 

Transaction Code PA30 
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The system may display three types of messages at various points in the process. The messages you see 
may differ from those shown on screen shots in this procedure. The types of messages and responses 
are shown below: 
 

Message Type Description 

Error 

 

Example:  Make an entry in all required fields. 

Action: Fix the problem(s) and then click  (Enter) to validate and proceed. 

Warning 

 

Example:  Record valid from xx/xx/xxxx to 12/31/9999 delimited at end. 

Action: If an action is required, perform the action. Otherwise, click  

 (Enter) to validate and proceed. 

Confirmation 

 or  

Example:   Save your entries. 

Action: Perform the required action to proceed. 
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Scenario: 

The Flex-Plan will send the following email to an agency with an attachment of a spreadsheet containing 
the employees requiring adjustments to be made.  The attached spreadsheet will be password 
protected because it will contain employees Social Security Number(s).  You will need to contact Flex-
Plan to get the password. 
 
Example of the Email agencies will receive: 
  FSA/DCAP Adjustments for 7/25/2014     
 
Hi,  
Please process the attached FSA & DCAP adjustments. Let me know if you have any questions. 
 
FLEX-PLAN SERVICES, INC.  
PO BOX 53250, Bellevue, WA 98015 | www.flex-plan.com 
Main: 1.800.669.3539 | Direct: 425.452.3471 

Example of the Spreadsheet: 

 

http://www.flex-plan.com/
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 This employee was set up with $500 per pay period Dependent Care deduction. 

You will need to research and verify deduction amount (Wage type 2241 (Dependent Care Pre-Tax) or 

Wage Type 2243 (Medical FSA Pre Tax) on the Recurring Payments/Deductions (0014) for the employee. 

Use the Pay results (PC_PAYRESULT) table TCRT (Cumlated tax results) to determine if the  amount 

of refund/adjustment for the employee seems reasonable. 
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Procedure 

To create the Adjustment 

1.  Start the transaction using the above menu path or transaction code PA30. 
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2.  Complete the following fields: 
 

R=Required Entry    O=Optional Entry    C=Conditional Entry 

Field Name R/O/C Description 

Personnel no. R The employee’s unique identifying number. 
Example:  78000536 

From  R 
In the time Period section, click Period and enter the From date 
as the effective date of the Basic Pay record. 

Example: All 
 

3.  Click the     tab 
 

4.  
Click the box to the left of Recurring Payments/Deductions to select, click  (Enter) to validate  
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5.  Click  (Create) to create new record. 
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6.  Complete the following fields: 
 

R=Required Entry    O=Optional Entry    C=Conditional Entry 

Field Name R/O/C Description 

Wage Type R Enter the Wage Type of the Adjustment. 

Tip:  If the employee over contributed to their DCAP use 
wage type 2241- Dependent Care-Pretax   

If the employee over contributed to their FSA use wage  type 
2243- Medical FSA Pre-Tax 

Example:   2241- Dependent Care-Pretax 

Amount R Enter the amount of the Adjustment.  This should be a negative 
amount. 

 

Example:  -1000.00 

Date of Origin R Enter date within the current pay period. In this example 
‘06/30/2014’ is entered in ‘Date of origin’. The request from 
Flex-Plan says that ‘adjustments that need to be processed on 
the 7/10/2014 pay date’. Therefore any date from 06/16/2014 
to 06/30/2014 can be entered in the ‘Date of origin’. 
 
Example:   6/30/2014 

 
 

7.  
Click  (Enter) to validate the information. 
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 7.1  Add a Maintain Text note on this infotype.   

 7.2  On the Menu bar select  Edit- Maintain Text to enter the information about the 

adjustment. 

 

 
7.3    Click  (Save) to save. 

8.  
Click  (Save) to save. 

 
Run a Payroll Simulation (PC00_M10_CALC_SIMU) to verify the adjustment. 

 

Results 

You have completed an Adjustment 

 
 


